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OVERVIEW OF THE COE PROGRAM

Cooperative Occupational Education (COE) is an instructional program offering
preparation for employment in a wide range of occupations. Students enrolled in this
program will receive classroom training and supervised employment in a variety of
occupational areas, including agribusiness, office, marketing, health, and trades. Where
enrollment in a particular occupational area is sufficient or where more than one teacher-
coordinator is employed, instruction should be delivered through occupationally specific
programs. COE programs may operate as either:

a. Two consecutive years of enrollment, with the junior year for classroom preparation
for employment and the senior year for specialized classroom occupational training
with supervised employment, It is recommended that only students with senior
standing be placed in supervised employment.

b. A senior year only offering, with or without prerequisites to qualify applicants, that
has specialized classroom occupational training with supervised employment.

Cooperative Occupational Education (COE) is a vocational education program based
on the cooperative education method. Students receive classroom instruction and supervised
employment related to their occupational goal. Written agreements are established between
the school and employers specifying the educational activities which will occur on the job.
These activities must be planned and supervised by the school and the employer so that each
contributes to the student’s education and employability.

The curriculum coansists of both general related group instruction and specialized
instruction by occupational area. The core competencies established for cooperative
occupational education programs should be included in the general related curriculum.
Specific competencies for the student’s occupational area are the basis for the specialized
instruction. Further information regarding curriculum for Cooperative Occupational
Education can be found in the section entitled Instructional Program in this handbook,

Supervised employment allows the student to relate classroom instruction to the work
piace. The training station must be approved by the school, and contribute directly to the
development of the competencies necessary for employment and advancement in the student’s
chosen occupational area. Students must be employed in conformity with federal, state, and
local laws and regulations. Further information regarding operational guidelines for
Cooperative Occupational Education programs can be found in the section entitled
Cooperative Education Components in this handbook.

The cooperative occupationai education program contributes to helping young people
secure emplovment and does not prevent them from furthering their education. Employers
benefit because many students remain as full-time workers with their training station after
graduation. Graduates of Cooperative Occupational Education programs have §table job
ratinas, good advapcemgnt records, and high satisfaction levels with both their jobs and
their school experience. They become productive wage earners and taxpayers. Research also
shows that Cooperative Occupational Education program graduates have Jow unemplovment
rates in the labor force.

Cooperative Occupational Education programs have outstanding records of helping
young people bridge the gap between school life and the world of work. There are numerous
illustrations of how immature young people made successful transitions from school 0 jobs
with the help of Cooperative Occupational Education programs. Some success stories involve
individual students the schools had previously failed to challenge. Cooperative Occupational
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Education programs have great potential for aiding in the problem of assimilating students
into the mainstream of adult society.
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ROLE OF THE TEACHER-COORDINATOR

The Cooperative Occupational Education teacher-coordinator has many
responsibilities including tasks related to the fullowing roles: teaching, coordination, guidance
and sounseling, public relations and administration.

The success of the program depends upon: (1) how well the teacher-coordinator
performs the tasks included in these roles and (2) how well the teacher-coordinator is able
to plan and organize the work to maintain balance among the various functions. The teacher-
coordinator's effort should always be directed toward the primary program goal -~ preparing
students to enter and advance in their careers within an occupational field.

The Teacher-Coordinator’s Roles

The primary role of the teacher-coordinator is teaching.
Teaching involves directing a learning program that will permit student-trainees to master
the attitudes, skills, and knowledge necessary for success in the world of work. In performing
the teaching role, the teacher-coordinator must (1) teach attitudes, skills and knowledge
prerequisite to performance on a real-life job; (2) help student-trainees plan their job and
community experiences; (3) assist students in forming concepts and principles from their
learning experiences outside of the classroom; (4) guide students in developing rational-
thinking and problem-solving skills; and (5) advise the local chapter of the vocational student
organization,

Ihg_C_ogmingﬁgn_gglgz. Coordination is an educational activity directed toward the
improvement of instruction via combining the efforts of all who influence the learper.
Coordination involves selecting training statxons, placing students, evaluating student progress
on the job, and coordinating theory and practice.

pce e. As a career counselor, the teacher-coordinator
has resmns:bxhty for tbe student recm:tment, selection, job placement, and counseling.
Good communications must be maintained with school guidance counselors as they are aware
of students who might benefit from the Cooperative Occupational Education program.

i i . The teacher-coordinator must continuously interpret the
program to the public. Therefore, the teacher-coordinator will attempt to achieve good
public relations through practicing good human relations in daily activities and through
planned publicity.

The Administrative Role. The extent of the teacher-coordinator’s administrative role
varies according to the local education agency. Generally, the teacher-coordinator will be
involved in a wide variety of administrative responsibilities which include planning,
budgeting, reporting evaluating, and supervising. Many of these tasks are performed in
relation to other roles.

The teacher-coordinator is the key to a successful Cooperative Occupational
Education program. The role of the teacher-coordinator is complex in thart it involves the
usual competencies of the classroom teacher and also requires the insights important for
career guidance and the capability for bringing the business community into cooperative
alliance with the school.
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Professional Preparation

Competencies needed by the Cooperative Occupational Education teacher-coordinator
are the attitudes, skills, knowledge and understanding deemed necessary to perform the
critical tasks of the job. Both technical subject matter and professional competencies are

DECEessary.

Technical competencies refer to abilities teacher-coordinators need in order to help
students develop the qualifications that workers need in order to enter and advance in a
particular career field. These competencies are associated with the various technical areas
taught in the Cooperative Occupational Education curriculum. Technical competencies are
developed through participating in technical courses and occupational experience.

Professional competencies refer to those competencies necessary in order to perform
the Cooperative Occupational Education teacher-coordinator’s fotal job. Professional
competencies consist of those competencies necessary in order to carry out the following job
functions: teaching, coordination, guidance and counseling, public relations. and
administration.

The following standards for instructors are required for prcfessional certification in
cooperative occupational education:

1. Two years or 4,000 hours of approved occupational experience as determined
by the nature or level of empioyment.

2. Twenty-five semester hours of appropriate course work to include the
following:

a. Ten semester hours from the area of Marketing.

b. Ten semester hours from the area of Industrial Education.

¢. Five semester hours in excess from the above two areas or
from general business, economics, or business administration;

3. Twenty-four semester hours of professional education. A minimum of eight
hours of professional vocational education is required. Of these eight hours,
one course must be in curricuium for industrial or marketing education, one
in coordination techniques and one in methodology. If these three do not total
the eight, others such as Philosophy of Vocational Education may be counted
as electives,

NOTE: Refer to the "Missouri Certification Standards for Cooperative
Occupational Edvcootion Teacher-Coordinators” in  the
Appendix for additional details.
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PROGRAM DEVELOPMENT

Planning for the Cooperauve Oocupanonal Educmon program should beg.n at least

Briefly, administrative approval must be obtained for initiating a rew program as well
as adoption of necessary policies. Operational procedures need to be adopted. Occupational
surveys of the community must be made and student interest determined. The curriculum
may i >ed to be determined and/or revised, and enrollment procedures should be identified.

The Cooperative Occupational Education program idea may be initiated by an
interested vocational teacher, vocational directors, schoo! administrators, and/or business and
industry people.

The following steps are suggested in the planning process for the initiation of a
Couperative Occupational Education program.

Request assistance in determining the need for the Cooperative Occupational
Edncation program from the State Director of Marketing and Cooperative
Education,

Contact key individuals among employer, emplovee, school, service
organizations and other agencies regarding the advisability of establishing
Cooperative Occupational Education program.

Appoigrt a steering committee (temporary advisory committee).

Have a steering committee meeting at which time the following points are
emphasized:

| Function of committee,

2. Objectives of proposed Cooperative Occupational Education program.
3. General knowledge of Cooperative Occupational Education program.
4. Proposed plan of action.

Conduct a student survey to determine student needs and interests (and to
determine businesses that already employ students as part-time workers).

Make a local occupational survey to determine the number and types of
training stations available. Sources of assistance in gathering occupational
need data are;

Steering committee

Comprehensive human resource planning committee for local area
Chamber of Commerce

United States Census statistics

Service clubs

Labor groups

Counselors

Trade associations

PPN BN -
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School placement and follow-up officer

Determine whether the Cooperative Occupational Education program will fit
into the total school program answering the following questions:

AWM

N

Are there sufficient physical facilities, room, and equipment available?
Can instructional materials be made available?

Can the school meet the requirments of the Missouri State Plan?
Are instructional personnel available in the occupational area?

Is the school near enough to the employment community so that
students can get to the training stations from school and home without
undue difficulty?

How many students in the school are now employed?

What courses, if any, must be added for effective operation?

Determine whether it is feasible to offer cooperative occupational education
using the following sources of data:

bab il o b

Student interest survey

Parent interest survey

School board recommendations
Guidance counselor recommendations
Faculty recommendations
Employment data

Devise a tentative written plan, including: philosophy, objectives, policy
formation, control, procedures, responsibilities of persopnel, organizational
structure and general supervision, broad advisory functions, and an estimated
total cost and budget.

Select and hire teacher-coordinator(s).

1.

2.
3,

Determine the number of part-time and/or full-time teacher-
coordinators required.

Recruit for qualified teacher-coordinator(s)

Consider state requirements and essential personal characteristics when
selecting a teacher-coordinator answering the following questions:

a. Does the teacher-coordinator have the required professional
and technical training for the Cooperative Occupational
Education program?

b. Does the teacher-coordinator have the required occupational
experience?

<. Does the teacher-coordinator have a deep interest in students?

d. Does the teacher-coordinator believe in the Cooperative

Occupational Education program and the need for it in the
school and community?

c. Wil the teacher-coordinator be respected as a teacher and a
fa. ity member by pupils and faculty?

£, Wil the teacher-coordinator be respected by members of the
employment community?

g. Will the teacher-coordinator be an active participant in school

and community affairs?

L
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h. Does the teacher-coordinagtor have 8 commitment 1o keep up
with changes in the field?

Develop Cooperative Occupational Education operational plan.

WM®E N A B N

Decide upon the type{s) of school/work pattern.

Study lead-in courses which students may have taken and identify
prerequisites.

Determine credit hours for the related class and on-the-job
experiences.

Specify how the students’ grades w 1" be determined for both the
reiated instruction and the on-the-job experiences.

Describe characteristics of studenss to be served.

Identify occupations for which training will be given.

Provide space, classrooms, telephonz, office, instructional materials,
etc.

Plan the appointment of an advisory committee.

Inform school faculty of Cooperative Occupational Education program
objectives and how it will operate,

Inform parents about Cooperative Occupational Education program,
Identify individual students who would benefit from and be interested
in Cooperative Occupational Education program.

Review planned budget and make recommendations for any needed revisions.

Continue to work with the steering committee.

Intervizw and obain additional information on potential students.

Recruit and select students who qualify for Cooperative Occupational
Education pr~gram.

Arrange with employers for placement of students at training station.

Hold orientation sessions for perspective students.

Determining The Nerd For The Program

When justifying the Cooperative Occupational Education program, the school should
first establish the fact that the program will serve the needs of students in the school. This
implies that any justificaticn of ti.e program should take into account data copcerning a wide
range of indi.iduals and their needs. The following may be used to justify the initiation of
a Cooperarive Occupatioral Edvation program,

Follow~yp Studies. Conduct follow-up studies to show the employment histories of
graduaies and dropouts. It is important to know what positions ajl graduates have held and
what problems they have had in making a satisfying and satisfactory occupational adjustment,
Factors which may justify initiating the cooperative industrial education program are;

Periods of une.nployment ¢fter leaving scnool

11
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2. Series of unrelated entry level jobs
3 Sub-minimal incomes relative to costs of living

4. Expressed needs for training that could have been met through the
Cooperative Occupational Education program

5. Occupstions performed which are best learned through the Cooperstive
Occupational Education program

If it can be shown that the unmet needs of graduaies and dropouts could have been
served by the Cooperative Occupational Education program, a school has justification for
initiating the program. It is essential that follow-up studies contain reliable and valid data
and that information be obtained from students who left school one, three, and five years
prior to the time of the follow-up.

. There are a8 number of factors and methods to consider when
determining the interests and needs of students within the school. Presumably, students have
had some exploratory occupational education and have developed some criteria for planning
their own vocational development.

The following factors should be considered in justifying the need for Cooperative
Occupational Education;

1. Students’ carcer plans and interests

2. Students® plans for further education

3. Students’ interests in occupations for which training can be
provided

4, Students’ needs to work in order to remain in schooi or while
obtaining further education

5. Students’ type of part-iime employment, hours worked, and
income earned

6. Students’ perceived relevance of schools® of ferings for personal
needs

In addition to the information obtained directly from students, other faculty .nembers
are able to provide information of value in justifying the needs for Cooperative Occupational
Education. Through their association with students, other faculty know which students
would benefit from practical learning experiences and where the students are likely to have
strengths and weaknesses.

The teacher-coordinator needs to work closely with the vocational faculty and the

general faculty in developing positive attitudes toward the Cooperative Occupational
Education program because their support is vital to the success of the program.

Needs of Early School L.eavers. Early school leavers represent former students whose

needs were not met by their previous educational experiences. Therefore, attempt to analyze

1..
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their needs. Cooperative Occupational Education program have shown promise as i plan
saitable for school leavers who had been formerly motivited to abandon school for
employment prospects and who may be currently frustrated by a lack of specislized
ccupational training or even by deficiencies in basic skilis.

Determining Occupational Need For The Program

Employer interest and support must be measured very early in the planning because
without them the Cooperative Occupational Education program cannot exist. Emplovers
must perceive the program to be a source of potential trained employees for ful'-time
pusitions and an opportunity to fulfill a social obligation rather than a way of getting cheap
part-time help. The training must be for occupations "susceptible to promotion and
advancement” and “related to existing career opportunities.” Therefore, the following kinds
of information should be obtained from employers:

1., Number who can provide suitable training

2. Number and kinds of occupiutions in the community

3. Potential short- and Jong-range needs for trained full-time
employees.

4, Training needs for particular occupations or for competency
areas

5. Number of students for who employers could adequately

provide learning experiences

6. Number willing to provide training, even though full-time
employment opportunities in their organization are limited.

Surveys of Emblover Interest. In establishing the needs for a Cooperative
Occupational Education program, a thorough in rentory of employer interest is essential.
Before assessing their p >tential participation, employers must be informed of the purpose of
the program, its advantages, and their role in its operation. Taereafter 2 more formalized
survey would establish the fact that employvers are committed to the objectives of the
Cooperative Occupational Education program and are ready to cooperate in the training.

NOTE: Refer to the form "Guide for Submitting Applications for Expanding and New
Regular Vocational Programs” in the Appendix for additional information.
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INSTRUCTIONAL PROGRAM

The Cooperative Occupational Education (COE) instructional program offers
preparation for employment in a variety of occupational areas. COE programs may operate
either as a two year program or a one-year senior level course offering,

If offered as a two year program, the following sequence of courses are provided:
Course title: Cooperative Occupational Education-1
Description: An instructional program designed to meet the occupational preparation through
instruction in a classroom setting. Specifically, cooperative occupational education offers
instruction with the primary goal of preparing individuals for entry, adjustment and
advancement in a variety of occupations. It may serve as & prerequisite for COE-2. Offered
the junior year.

Course code number: 04003

Type of certification;: COE

Type of credit: Electiva (one unit for a vear lony class, for one period per day)
Prerequisite: None required

Course Title: Cooperative Occupational Education-2

Description: An instructional program designed to provide specialized occupational
instruction in conjunction with Supervised Cooperative Occupational Education Employment.
Offered the senior year,

Course code number: 040004

Type of certification: COE

Type of credit: Elective (one unit for a vear long class, for one period per day).
Prerequisite: COE-1

Course Title: Supervised Cooperative Occupational Education Employment

Description: Students are placed in a training statinn that directly contributes to the
development of the competencies necessary for succes fui employment in an occupational
field. Must be concurrently enrolled in COE-2.

Course code number: 040C81

Type of certification;. COE

Type of credit: Elective (one to two units for either one or two periods per day for vear long
employment).

Prerequisite;. COE-2 enroliment

If offered only as a single, senior only, course offering, then the Coorerative Occupational

1
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Education - 2 class and the supervised Cooperative Occupational Education Employment is
provided.

Students, upon completion of the couise, are granted one unit of credit; thus if the
COE program is a two year program, the s‘udent could earn two units of credit for
completing COE-1 and COE-2. In addition, one hour of credit is awarded for the supervised
employment if the student averages ten hours of on-the-job training per week. Anadditional
one unit of credit may be earned for supervised employment if the student averages twenty
hours of on-the- job training per week. The maximum number of units of credit a student
may earn in one year is threc (one for completion of the course and two for the supervised
employment). Bssed upon satisfactory performance, students may earn a separate grade and
credit for both the classroom and on-the-job training activities. In some situations, a single
grade and credit may be awarded for both the classroom and on-the-job training activities.

Occupational Codes for Supervise Employment in COE

Students in the Cooperative Occupational Education program have selected the
program to prepare for a variety of occupationsl areas. The training station in which students
are placed as a part of the supervised employment phase of the program must be appropriate
for the occupational category of the Cooperative Occupational Education program. Since the
COE program includes such occupational areas as agribusiness, office, marketing, health, and
trades a variety of occupational codes can be utilized,

The Classification of Instructional Programs (CIP) designates occupational fields by
code numbers. Placements for COE programs are usually designated by the foliowing codes
(these are listed by major occupational areas):

01.00 Agribusiness and Agricultural Products

01.01 Agricultural Business and Management

01.02 Agricultural Mechanics

01.03 Agricultural Products and Processing

01.04 Agricultural Services and Supplies
Agricaiwral Supplies Marketing
Animal G.ooming

01.06 Horticulture
Floriculture
Greenhouse Operation and Management
Landscaping
Nursery Operation and Management
Turf Management

07.00 Business and Office

07.01 Accounting, Bookkeeping, and Related

07.02 Banking and Related Financial Programs
Credit Collections Clerk
Li.surance Clerk
Teller
Transit Clerk

07.03 Business Data Processing
Business Computer and Console
QOperation
Busines. Data Entry Equipmen.
Operation
Business Data Programming

07.06 Secretarial
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Stenographic
Word Processing
07.07 Typing, General Office
Clerk-Typist
General Office Clerk
Receptionist and Coramunications

Systems Operation

08.00 Marketing
08.01 Apparel and Accessories Marketing
08.02 Business and Personnel Services Marketing
08.03 Entrepreneurship
08.04 Financial Services Marketing
08.05 Floristry, Farm and Garden Supplies Marketing
08.06 Food Marketing
08.07 General Marketing
08.08 Home and Office Products Marketing
08.09 Hospitality and Recreation Marketing
08,10 Insurance Marketing
08.11 Transportation and Travel Marketing
08.12 Vehicles and Petroleum Marketing

17.00 Allied Healtu

17.03 Medical Laboratory Technologies
Clinical Laboratory Aide

17.04 Mental Health/Human Services
Community Health Work
Home Health Aide

17.05 Miscelianeous Allied Health Services
Central Supply Technology
Medical Assisting
Medical Office Management
Medical Records Technology
Veterinarian Aide
Ward Clerk

17.06 Nursing Related Services
Geriatric Aide
Nursing Assistant

46.00 Construction Trades
46.01 Brickmasonary, Stonemasonary, and Tile Setting
46.02 Carpentry
46.03 Electrical and Power Transmission Installation
46.04 Miscellaneous Construction Trades
Building Maintenance
Concrete Planking and Finishing
Drywall Installation
Painting and Decorating
Plastering
Roofing
46.05 Plumbing, Pipefitting, ang Steamfiiting

47.00 Mechanics and Repairers
47.01 Electricai and Electronic Equipment Repair
47.02 Heating, Air-Conditioning, and Refrigeration Mechanics
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47.03 Industrial Equipment Maintenance and Repair
47.04 Miscellaneous Mechanics and Repairers

Gunsmithing

Locksmithing and Safe Repair

Musical Instrument Repair

Audio-Visual Equipment Repair

Shoe and Boot Repair

Watch Repair

47.06 Vehicle and Mobile Equipmeni Mechanics and Repairers

48.00 Precision Production
48.01 Drafting '
43.02 Graphic and Printing Communications
48.03 Leatherwork and Upholstering
48.04 Precision Food Production
48.05 Precision Metal Work
48.06 Precision Work, Assorted Materials
48.07 Woodworking

In addition to the above CIP codes, Cooperative Occupational Education programs can serve
students in other occupational areas which may not be classified in these codes.

Curriculum for Cooperative Occupational Education

It is generally thought that the most effective vocational training consists of a
combination of classroom and on~the-job instruction. Cooperative Occupational Education
‘COE) includes related classroom instruction that is delivered concurrently with the on~the-
job instruction.

Reiated instruction associated with COE may be classified according to two major
types--general related and specific related instruction. General related instruction includes
thosz units identifind in the Missouri Core Curriculum for Cooperative Occupational
Education:

Career Research and Planning

Coraputer Awareness

Emp:>yment Orientation

Humsan Reiaiions

Incorae Manggement

Insurance

Job Applicat'on and Interview

Leadership Development

'.egn! Responsibilities

Private Enterprise Economics

Cecupational Communications

Jecupationsi Mathematics

Occupatioas! Safaty

So:ial Security

Tax Responsibilities

NOTE: Refer to the "Cooperative Occupational Education Corz Curriculum” in the
Appendix for a listing of competencies under each urit identified.

These topics are important.for all workers to know in a privar- free enterprise system;
whereas, specific related instruction includes topics that tend to ruake an individual more

[iap]
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proficient in one occupational area. For example, auto mechanic trainees would be receiving
specific related instruction if they were learning about such thinys as front end alignment,
electrical systems, power trains, brakes and exhaust systems. They would, however, be
receiving general related instruction if they were learning about such topics as relationships
on the job, safety, managing money and other topics (identified in the Missouri Core
Curriculum) that would be vaiuable for all workers to know. Specific related instruction is
sometimes referred to as technical, occupational or job related instruction.

Specific related instruction should be correlated with on the job instruction and
should be based on: -

1. the needs of studer:s being served, . .
2, the reguirements of the occupations, and
3 the goais of the program.

The instruction should be planned for the purpose of providing:

1. career education,
2. personal and/or on-the-job instruction, and
3. occupational development

Planning Specific Related Instruction

Two important characteristics of specific related instruction are that it should be
individualized and correlated with the on-the-job instruction. This is important because
there will be many different occupations represented in the related class, and even students
who are training in the same occupation are not likely to be working in the same area at the
same time,

Specific related instruction that is delivered as close to the time when the trainee will
need the information on-the- job will be more effective. Specific related topics are identified
during the time when the COE teacher-coordinator and training sponsor are developing the
Instructional Management Plan (IMP) and determining occupational specific tasks that the
student will be engaged in at the training station.

Obviously, COE teacher-coordinators may not be knowledgeable about all occupations
that are represented in their ciasses. Fortunately, high quality individualized curriculum
guides have been developed for virtually all occupations. The COE teacher-coordinator’s
task, therefore, is to obtain necessary specific related curriculum guides for the occupations
in which students are placed.

Most specific related study guides for COE contain teacher’s guides, programmed or
individualized student booklets, a list of needed reference materials, tests, and answer keys.
COE teacher-coordinators normally work to develop a collection of specific related
instructional materials for ¢ ccupations that may be used by currently enrolled or prospective
COE students.

Organizing COE Curriculum and Instruction

The following strategy for organizing general and specific related COE instruction
is generally accepted:
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SPECIFIC RELATED
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GENERAL RELATED |
STARTOFTHE TERM - - - -~ - =~ -~ = = = = = - “TOWARD END OF THE TERM

The strategy suggests that more general related information be presented at the
beginning of a COE class, and increasingly more specific related instruction be presented as
the class progresses. Some would suggest that, after the semester has been in session for a
few months, a 1 to 4 ratio between general and specific related instruction respectively should
be achieved.

Delivering COE Specific Related Instruction

It is not unusual for each student in 3 COE class to be working on a different topic
or project at the same time. Because of this phenomenon, individualizing related instruction
becomes imperative. The COE teacher-coordinator must become a classroom
mansager/facilitator.

Evaluating COE Specific Related Instruction

COE teacher-coordinators are responsible for evaluating student performance in
related ciasses and submitting grades that represent student achievement. When students are
involved in lock-step programs in which all students learn the same thing at approximately
the same time, evaluation is much simpler.

COE curriculum plans that include ONLY general related topics frequently utilize the
traditional evaluation mode to determine where students fit under the so-cailed normal curve
of distribution. COE specific related instruction wounld be more compatible with a pass/fail
grading system rather than a system of letter grades, but because of the need for class rank
and grade point averaging, the pass/fail system is seldom used.

The approach to the tasks of evaluation taken by many COE teacher-coordinators is
to consider the two types of instruction (general and related) separately. General instruction
is frequently evaluated using the traditional test mode; whereas, the specific related
instruction is judged by considering the amount of effort expended and the quality of each

" student’s work.

Evaluation of COE students on specific related curriculum should relate more to
assessing student growth in meeting stated outcomes than it does to determining numbers of
units completed. To achieve this ideal, COE teacher-coordinators may have to give up some
of the security inherent in using evaluation techniques that are based on well defined grading
systems.

Coordinating the General/Specific Curricula, IMP, and VSO (VICA & DECA)

To ensure that the Cooperative Occupational Educatic 1 program is meeting the needs
of the students, the COE teacher-coordinator must have a cur iculum plan that incorporates
general related instruction (Missouri COE Core Curriculum); specific related instruction for
each student; Instructional Management Plans that specifies application experiences related
to both the general related curri-uium, specific related curriculum and specific occupational
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tasks; and the incorporation of the vocationsal student organization (VICA & DECA) into the
instructional process.

Lesson plans of the COE teacher-coordinator need to reflect the four components of
curricula in the program. A typical unit of instruction (general related) would be
supplemented with specific reiated instruction and IMP learning applicatirns for both the
general related and specific related instruction that would be utilized. VSO activities can be
incorporated into the classroom instruction or as a learn’~g application for the IMP.



COOPERATIVE EDUCATION COMPONENTS

Cooperative education is a method of instruction for Cooperative Occupational
Education students whereby students receive on-the-job training which contributes to the
over-all instructional program. The instruction, through written agreement between school
and employer, is a contribution of study in school with employment in a selected occupation.
The related instruction and paid on-the-job experiences are planned and supervised by the
COE teacher-coordinator and employers so that each contributes to the student's education
and to his/her career objective. Quality program components include the following aspects:

Training Station

The training station is the term used to identify the place of COE student
employment. The training station is an extension of the school; it is the community
laboratory for the program. Success for the Cooperative Occupational Education program
depends upon the quality of the training station; therefore only those companies and
industries who maintain high standards shouid be utilized as training stations.

It is essential that firms selected to train Cooperative Occupational Education students
have high ethica! standards in dealing with their cliectele and their employees. Some of the
policies and practices to consider in selecting suitable training agencies are: (a) wage scales
in relation to those paid for similar occupations in the community; (b) relationships with
labor groups and other employers, and with customers and clients; (¢) work standards and
efficiency of operation; (d) hiring, promotion, and dismissal practices; (e) working conditions
and employer concern for well-being of employees; (f) credit record and financial stability;
and (g) support of community activities and welfare.

Training Sponsors

The person in the training station who is responsible for the day-by-~day instruction
of the COE student is designated as the training sponsor. The training sponsor should have
technical competencies in the jobs to be taught.

They should have the ability to sdapt job instruction to the 'earning style and
capabilities of the student. They should be skilled in human relations and be sensitive to the
students’ needs for recognition, guidance, and direction. The training sponsor’s ethics and
work habits should serve as a mode! for the student to emulate.

The training sponsor should be willing to work with the teacher-coordinator in
planning on~the- job learning experiences and related classroom instruction and in evaluating
student progress.

Training Agreement

The training agreement enumerates the speci! ic responsibilities of each party involved
in the COE program. It is signed by the emplover {or training sponsor), the student, the
parent or gnardian, and the tescher-corrdinator. Each party signing the training agreement
should receive a copy. Although the training agreement is not a legal document, it serves
as an "informal agreement" which, except for just cause, shouid be honored by all parties
involved.

The following topics are usually included op the training agreement:

1. The purpose of the training agreement;



The career goal of the student;

The duration of the training period;

The minimum and maximum hours of work;
Wage agreement;

School credit to be earned by the student;
Employer responsibilities

School and teacher-coordingtor responsibilities;
Parent responsibilities;

Student responsibiiities.

Instructiona! Management Plans

Underlying the concept of Instructional Management Plans (IMP) is the correlation
between the curriculum of the Cooperative Occupational Education program and sequenced
application experiences for the student-learner. The IMP serves as a master plan for the
teacher-coordinator, training sponsor, and student-learner. The development of the IMP for
any Cooperative Occupational Education student-learner should focus on the student-learner’s
stated career objective. The studeat-learner’s career objective provides for the relevant
instructional discipline of curriculum knowledge to be established. It is from this curricuium
base that the IMP is formulated.
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Application experiences are those activities designed to assist the student-learners in
reaching their career objectives. This includes classroom, on-the-job, and vocational student
organization activities. Although the instructional Management Plan ordinarily lists the on-
the-job learning activities in reference to an outline of classroom instruction, a complete
Instructional munagement Plan will have specific tasks of the student-learner’s part~time job
which are important Jearning experiences and should be detailed on the IMP. However, if
the stvdent-learner is to obtain experiences in related job tasks and in experiences that will
prepare him/her for advancement, it is necessary to design application experiences that both
the 1aining sponsor and the student-learner fee! are appropriate and feasible. Some of these
application experiences may involve observation of the job, interviews with the manager or
other employees, and/or consuitation with the training sponsor to obtain informasion. Writing
the report of such observations and interviews may be done at home, or at times, in the
classroom, but the activity should be specified as on the job because the training station or
job is the source of the information.

At the beginning of the cooperative arrangement, the teacher-coordinator should
share the pian of instruction (curriculum) with the training sponsor, perhaps even sharing
with them the student’s textbook and anticipated application experiences. In many instances
the training sponsor may be helpful in designing application experiences that would be more
directly feasible and practical within a specific occupational area. Periodically, the teacher-
coordinator while on coordination visits, shouid advise the training sponsor what competency
areas will be covered in the next period of instruction and the application experiences the
student-learner will be working on. Classroom instruction and on-the-job experiences can
be organized into a truly cooperative education experience if the student-learner can use
their on-the-job experiences in the classroom and if the employer can be involved in their
"employee’s” classroom activities.

The use of the Instructional Management Plan by Cooperative Occupational Education
teacher-coordinators within their programs should provide application experiences for the
student-learner that will provide a better insight into the occupational area, the job, and
develop job skilis by the individual student-learner.

o)
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Evaluation

Periodic evaluation of a COE student’s performance at the training station serves
many purposes. it iS used as a measure of achievement and progress, as an important
component in determining & grade for one or more units of school credit, and as 2 method
of determining further training.

Emphasis during evaluation should be placed on the application experiences outlined
in the Imstructional Management Plan, geperal worker traits, and critical technical
competencies of the student. Rating forms that are filied in by employers (training sponsors)
are the most common type of evaluation device for collecting information regarding the
student in the three areas.

In order to obtain valid and reliable ratings, the teacher-coordinator should meet with
the training sponsor to complete the rating form. During this visit, the teacher-coordinator
can solicit constructive suggestions as well as determine additional application experiences
for the student’s IMP or new technical competencies that the student will be learning.

Student Records

The teacher-coordinator has ‘he responsibility for maintaining records of each student
enrolled in the Cooperative Occupationnl Education program. Typical information collected
are absence and tardiness records, siudents’ work hours, wages paid, vocativnal student
organization participation, and others.

In collecting earnings information (hours and wages), it is recommended that the
teacher-coordinator either maintain a file of paycheck stubs of the student or that a system
be developed where the teacher-coordinator verifies this information periodically. This
information is needed to certify employment and hours worked by the student to designate
the number of school credits that the student may be enrolled for in the program,

Further information regarding cooperative education guidelines and related
forms/examples can be found in the Appendix.
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YOCATIONAL STU, LN} ORGANIZATION

YICA (Vecational Industrial Clubs of America) and DECA (Distributive Education
Clubs of America) are the vncational student organizations associated with the Cooperative
Occupstional Education program. The local VICA/DECA chapter can be a valuable tool in
helping students mature and choose a career wisely. Students enrolled in the Cooperative
Occupauonal Education program, like those in all vocational education, should have the
opportumty 1o develop abilities in leadershxp. scholarship, citizenship, and cooperanon'
improve self-confxdence, and participate in civic, social, and recreational activities. They
should be encouraged to join the vocational student organization.

The Cooperative Occupational Education program teacher-coordinator serves as the
advisor of the local VICA/DECA chapter. The teacher-coordinator should assist with all
activities. In addition, certain vocational student organization activities should be correlated
with the related instruction activities. Since the COE program serves a variety of
occupational areas, the COE teacher-coordinator should affiliate with both VICA and DECA
to ensure that students are allowed the fullest opportunity to participate on district, state and
national levels. It is suggested that a local chapter be formed under one title and function
as one cohesive unit, but that students are provided access to the VSO that meets their
selected occupational objective,

Integrating the VSO with the COE program

Locsl vocational student organization activities and projects, when properly planned
and conducted, may be integrated effectively with the instructional program. They
strengthen classroom, laboratory, and trmmng station instruction. i_ocal chapter activities can
provide some real—hfe !earmns experiences that contribute to the total development of the
students and are activities which usually cannot be rep:icated in the other components of the
total instructional plan.

An active vocational student organization provides additional opportunities for
students to prepare for careers. Also, members develop leadership and interpersonal skills as
they engage in individual and group activities; hold offices and direct the affairs of the
group; work with representatives of other student organizations; and compete with other
students on the local, state, and national levels. Students may have an opportunity to travel
to state and national leadership conferences. Students may also visit other chapters, tour
organizations, and establish contact with successful individuals from business and industry.

The variety and number of vocational student organization activities and projects
depend to a large extent on the ingenuity and vision of the students and the teacher -
coordinator. In determining projects or activities, however, consideration should be given
to the value that the project or activity wi'l have for each student.

Vocational student organization activities are usually classified under five general
groupings. When properly conducted, activities under these headings strengthen the
instructional plan of the Cooperative Occupational Education program.

Professional Activities

The local vocational student organization contributes to the professional improvement
of students through meetings where guest speakers, demonstrations, panel discussions, {ilms,
and similar presentations related to the industrial occupational field are featured. Field trips
are frequently conducted in connection with topics studied in class.
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The annual employer-employee appreciation event brings together those students,
school officials, and business and industrial leaders closely associated with the Cooperative
Occupational Education program.

Competitive events are also considered professional activities. They stimulate student
interest in improving career-related knowledge and skill and emphasize the importance of
learning through preparation and participation. Individual achievermant is recognized at local,
district, state, and/or national levels.

Civic Actlvities

These activities are conducted by many student organizations to serve the school and
the community. Projects range from campus improvement campaigns to participation in
fairs, trade shows, and other community-wide events. They are frequently conducted in
cooperation with local business and industrial organizations, school organizations, and civie
groups.

Service Actlvities

Some activities emphasize the need for sharing with nthers, Projects are frequently
designed to coincide with holidays such as Thanksgiving and Christmas,

Social Activities

Social activities are often integrated with professional activities such as an anpual
employer-employee sppreciation ovent, although the primary purpose and character of the
function is professional in nature. Good social skills contribute to employability and
employment, particularly when community leaders are invited to participate with the
vocational student organization.

Financlal Activities

Fund-raising activities (where permitted) are needed to support the financial
obligations of the vocitional student organization such as expenses for delegates and
committee members, travel fuads, field trips, professional and rvocial meetings, and
communications. .

Starting A Local Yocational Student Organization

The first step in initiating a local vocational student organization, should be to con act
the State Advisor. The Missouri State VICA or DECA Advisor can be contacied at the
following address:

Department of Elementary and Secondary Education
Yocational and Adult Education

P.Q. Box 480

Jefferson City, MO 63102

The following steps and suggestions can be used to organize local vocational student
organization and develop its program of activities:

i Consult the principal or vocational director on local school
rules and regulations governing clubs.

oo
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Order an official handbook from national headquarters,

Gain interest among key students; visit an established local
chapter,

Put the "Commiitee to Organize” to work. They should:

a. Become familiar with basic documents and promotional materials of
the organization.

b. Order necessary promotional materials to carry out a membership
Campaign.

c. Write a tentative constitution.

d. Plan an organizational meeting of potential members.

f. Plan the first elections.

8. Discuss "Shouid we organize?”

h, If the group decides to organize, review the constitution developed by
the "Committee to Organize.”

1, Yote on constitution ratification or set a voting date.

i Close meeting by affirming intention to organize and with a statement

of teacher/advisor support.

Kick off the membership campaign; begin to coilect dues (set
a deadline for dues in terms of the officer elections).

Conduct elections.

Hold meeting with newly elected officers. First item of business is to petition
the state association for a charter. Membership dues should be submitted to
the state association. The state association forwards national dues to the
national office. Use parliamentary procedure.

President should appoint certain committees so the organization can begin to
function.

Program of Activities

Finance (budget and fund raising)

Public Relations

Social

Community Service

Special Committees to carry out specific activities related to the
vocational program (Christmas Dance, Employer Banquet, etc.)

SN -

Plan program of activities,

Secure *he necessary equipment and materials for conducting meetings and
carrying nut avtivities.

Be sure each organization member is functioning as a3 committee chairperson
or member.
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ADVISORY COMMITTEE

An advisory commiitee for the Cooperative Occupational Education program serves
as an organizad base for twop-way communication between the teacher-coordinator and
representatives from the business/industry community. The committee’s function is to advise
and assist the local program on matters pertaining to the instructional program.

The activities of the advisory committee should center around the functions of
occupational/community surveys, course content advisement, student placement, community
public relations, equipment and facilities, program staffing, program review, and community
resources. These efforts generally are and should be focused on benefiting the students.

Organizing an Advisory Committee

Effective advisory committees are & result of planned and implemented organizational
procedures. A series of basic steps for 0iganizing an advisory have been identified and
should be followed.

Step One: Obtain Permission to Organize.

A written recuest asking for authorization to organize an advisory committee should
be submitted to the administration of the school. The request should be accompanied
by statements of rationale, purpose, and organizational procedures,

Step Two: Selection of Members.

The teacher-coordinator and the appropriate administrator should develop a list of
possible members for the advisory committee. The proposed members should be
contacted to determine their willingness to serve,

The membership of the advisory committee should be representative of the
occupational areas served by the Cooperative Occupational Education program and
a cross-section of the community. The most effective number of individuals to have
on an advisory is seven to ten members.

Step Three: Notification of Appointment

Members selected to serve on the advisory committee should be properly notified of
their appointment. The letter of appointment should be from the sci.ool administrator
and describing the importance of the committee and seeking each members active

participation.
Step Four: Orientation of Members.

Members should be orienfed io their responsibilities and tasks by the teacher-
coordinator and administrator. This orientation should include a presentation about
the program, program graduates ~nd current students, current issues within the
program, and employment situations.

Step Five: Selection of Officers
Usually two officers should be elected for the advisory commitiee: a chair and a

vice-chair. The teacher-coordinator usually performs the role of "secretary” to the
committee.
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Step Six: Planning a Program of Activities

An annusl program of activities should be developed by the advisory committee
which includes components of 8 long-range plan as well as special issues to be
considered during the current year. Advisory committees can also identify specific
sctivities in which to participate every year.

Step Seven; Planning and Conducting Meetings

The responsibility for planning each a:visory committee meeting rests with the
chairman with assistance from the COE teacher-coordinator. The advisory committee
should convene at least four times during the year-once every three months. A
properly prepered annual program of activities will insure that a need exists for
calling each regular meeting.

Developing & Program of Actlvities

In order to be effective, the work of the advisory committee must be structured. A
list of activities should be developed for the advisory committee 1o considered and develor.d
into a formal plan of activities for the year. The activities shouid then be incorporated into
the agendas for each meetings.

The following is a list of possible activities which may be helpful in formulating a

plan:

Manpower and training needs;

1.
2.
3.

Assist in planning, conducting, and analyzing surveys in the community.
Assist in identifying new and emerging careers in the occupational field.

Assist in identifying training needs for specialized areas in the occupational
field.

Assist in identifying appropriate occupational careers for the physically and
meitaily handicapped.

Career developmeht:

1.
2.

Provide career information about all segments of the occupational field.

Participate in "Career Days,” P.T.A. meetings, and civic club ineetings to
encourage young people to seek careers in the occupational field.

Arrange field trips for students and guidance counselors.

Assist in the development and field-testing of appropriate tests at job-entry
and career levels.

{msisg in occupational anaiyses, showing critical tasks and competencies of
jobs in a career-continuum.

Assist in determining standards for selection of students.

Assist in determining the criteria for selection of training stations.
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Assist in developing training agreement forms.

Assist in placing students in part-time jobs during the summer and during the
school year.

Assist in placing graduates.

Assist in the development and review of course content.

Evaluate sampie Instructional Management Plans for students in the
cooperative plan.

Ewvaluate proposals for curriculum patterns in the local school.
Assist in selection of texts and reference materials.

Donate or obtrin donations of trade journals, training materials, and
illustrative materials.

Recommend appropriate instructional matenals.
Loan films, materials, and other instructional aids.

Training facilities, equipment and materials:

|
2.
3.
4.

Lend support in justifying the need for program, laboratory facilities.
Evaluste layout of , rogram facilities
Assist in obtaining selected equipment and supplies through loans and gifts.

Assist in developing specifications for equipment.

The instructional staff:

1.
2.

Provide career experiences for instructional personnel.

Provide financial assistance for instructional personnel to participate in
appropriate state and national professional/technical conferences.

Public relations:

!.

Arrange for presentations by the teacher-coordinator and students before civic
and business groups.

Arrange for presentations concerning the program on local televis‘on and
radio,

Provide articles concerning various phases of the program to appropriate trade
publications.

Appear before the school board and other agencies concerned with the

W
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program to report on the progress and the problems of the program.

Appear before legislative groups in support of legislation affecting the
prc gram and vocatiopal-technical education.

Assist in determining standards of evaluation.

Serve as judges in VSO competitive events.

Analyze resuits of follow-up st}:dies of program graduates.
Assist in evaluation of adult program offerings.

Eval.aate effectiveness of the program.

Review evaluative instruments to evaluate certain phases of the program {(e.g..
Progress reports, Follow-up studies, etc.)

Assist in establishing local immediate and long-range goals for the program,
Review proposed program of activities.

Review budget requests to support proposed program of activities.

Assist in determining instructional fees for high schoo! students.

Analyze need and approve plan for fund-raising activities to support certain
VEO functions.

Assist in determining hours of work for students.

For additional assistance or information on advisory committees, contact:

Executive Director

Missouri Advisory Council on Vocational Education
P.O. Box 545

Jefterson City, MO 65102

(314) 751-4384

o
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FACILITIES, EQUIPMENT AND RESOURCES

The facilities, equipment and resources needed for the operation of the Cooperative
Occupational Education program are similar to those of other educational programs in the
school. However, the vocational nature of the program requires that additional consideration
be given to the function of the classroom, office space for the teacher-coordinator,
equipment, and instructional resources.

Facilitles

The Cooperative Occupational Education classroom eavironment should be of
sufficient size, quality and arrangement to meet the instructional objectives of the program.
Typically, the classroom includes student desks or tables, a podium, and an area for small
group instruction and simulations.

Depending on the department size, class size, and availability of space, the classroom
will or could fall into several categories: general classroom, multi-use classroom, and
clagsroom ‘with separate lab room.

The facility should be equipped with proper lighting, appropriate electrical outlets,
proper ventilation, and climate control. This is especially imporsant if computers are housed
in the room. If computers are in the genernl classroom, proper placement of outlets, air
ducts, windows und lighting become critical. A partitioned or secured area for the computers
is advisable.

If the classroom facility serves as a lab, a clean-up area with a sink, a work space
with working tables, and/or counter and storage areas for lab materials are important. When
a separate 1ab room in addition to the classroom is available, the room should include a work
area or work stations, sink, storage and file areas, and computer stations.

Among other facilities and equipment necessary to implement an effective
Cooperative Occupational Education program are a teacher’s office equipped with desk,
typewriter and/or microcomputer with printer, file cabinets, and telephone. The private
office is important for counseling students, interviewing students or employers, and making
confidential phone calls to employers.

Equipment

Audio-visual Equioment Standard classroom equipment inciudes a filmstrip projector, .
16mm projector, cassette player, overhead projector, and screen. The increasing
availability of quality videotape educational materials makes a VCR unit (camera,
recorder/player, microphone system, monitor) a practical and effective addition to
the Cooperative Occupational Education classroom. The recording capabilities
associated with the YCR unit are useful in reviewing demonstrations and rofe-playing
simulations, and increases the effectiveness of these teaching techniques, These items
may be part of a central check-out system within a school rather than being housed
within the classroom.

Standard Furnishiness An all-inclusive list of furnishings and equipment for the program is
impossible. However, the following items should be considered migimums.

Tables and chairs
Teacher desk and chair
File cabinets

&
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Storage cabinets
Bookcases for office and materials reference area

: ci ment Assuming the classroom is equipped with standard audio-
mnal eqmpment and furnishings, the program shouid have the following subject-
area specific equipment and materials:

Microcomputers with printer and software
Typewriters

Calculators

Cutting/drafting tables

Paper cutter

Instructional Resources

The Cooperative Occupational Education program has many of the same instructional
needs as other programs in the school as well as specialized needs. Basic instructional
resources include student textbooks for the general-related phase of the curriculum. The
current textbook reeommended by the State Curriculum Team, composed of classroom

- ) Vork by Kimbrell and Vineyard published by the

Glencoe bookcompany.

Instructional resources for the specific-related phase of the curriculum include
individualized curriculum guides for the various trade and industrial occupations for which
the students are preparing for the program. These curriculum guides usually have to be
updated yearly to take into account the new occupational areas students may wish to enter
and to accommodate the up-dating of information within a pamcular occupational area, In
addition, supplementary resource materials such as magam newspapers, and guidance
materials are needed for the program.

To aid teacher-ccordinators of Cooperative Occupational Education, the Marketing
and Cooperative Education section of DESE maintains a film library housed at the University
of Missouri-Columbia which provides a free film loan program. Catalogs for this program
can be obtained from the following:

Missouri Resource Center
10 London Hail
University of Missouri
Columbia, MO 65211
314) 882-9610

Other resources needed for the effTicient operation of the COE program includes an
instructional budget that can be used for stationary, stamps, envelopes, duplicating paper,
card files, floppy disks, computer ribbons, the printing of forms and brochures, and such
activities.

The Carl D. Perkins Vocational Education Act of 1984 (P.L. 98-524) and State
vocational funding allow for the purchase of equipment and instructional resources for the
program. Matching dollars for equipment purchases may be requested through the
Department of Elementary and Secondary Education, Division of Vocational and Adult
Education, by submitting Form FV-~4 (see copy in Appendix). If the application is approved,
the local education agency may then purchase Jhe equipment or instructional resources, and
claim reimbursement by filing Form FV-2 (see copy in Appendix).
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PROGRAM EVALUATION

Program evaluation is the task of making judgments about the worth or value of a
Cooperative Occupational Education program. It primarily involves determining the exfent
to which previously established program objectives are being or have been attained.

The fundamental reason for evaluating COE programs is to seek program
improvement. Educators have an obligation to insure that the educational process will deliver
what is specified in u.e program objectives. In addition, when state and federal funds are
expended, the need exists for local evaluations to obtain evidence of accomplishment and
Jjustification for the dollars spent.

State Vocational Program Evaluation

A state vocational program evaluation is corducted every five years. The teacher-
coordinator, in consultation with administrative personnel of the school, completes a self -
evaluative questionnaire prior to the date scheduled for an on-site evaluation by DESE
professional staff. An evidence file, which contains supportive matarial for answers on the
questionnaire, is prepared for the evaluation personnel.

Upon completion of the on-site visitation, an exit report is conducted with the
administrative personnel of the school. This report is followed up by a written report citing
the strengths and weaknesses of the program. In addition, compliance regulations are noted.
Following the receipt of the written evaluation, the school district may respond to the criteria
noted in the evaluation.

Major categories in the evaluation questionnaire are as follows:

Philosophy and Objectives of the program
Administration of the program

Staff

Instructional Methods and Resources
Facilities and Equipment

Placement, Follow-up, and Evaluation

AN

In addition, a supplementary questionnaire for programs operating a cooperative education
component must be completed, Categories included in this supplementary questionnaire:

Instructional program

Training stations

Training agreements and IMPs
Credit Awarded
Teacher-coordinator’s schedule

bl ol ol h o

NOTE: A copy of the "Evaluative Questionnaire™ and "Supplementary Questionnaire” can be
found in the Appendix,

Accreditation Evaluation

Many schools have some type of evaluation periodically to maintain accreditation and
will have a team of evaiuators review the entire school, analyze its strengths and weaknesses,
and make recommendations for improvement. The
Evaluation is one accrediting agency which provides this service and has criteria for
vocational education programs. A team of two to three persons who are conssdered to have
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expertise in 2 vocational field evaluates the program on the following characteristics:

. Organization

Nature of offerings
Physical Facilities
Direction of learning
Outcomes

Special characteristics
General Evaluation

NOALHWN -

Before the team makes its analysis, the teacher-coordinator makes an assessment of the
orogram and what needs to be done to improve the operation.

Local Evaluation

In the absence of an external evaluation for accreditation purposes or one required
by the State Department of Elementary and Secondary Education, a conscientious Cooperative
Occupational Education teacher-coordinator who wants to improve the program may enlist
the assistance of teacher-educators from state universities or colleges, advisory committee
members or professional colleagues in the field to appraise the program. These individuals
can provide valusble assistance in examining a program for improvement,

The teacher-coordinator should siso conduct the following types of evaluations to
ensure the relevancy and efficiency of the Cooperative Occupational Education program:

p agd x Within a specified period of time following completion of
the prosram, a follow-up smdy of program graduates should be conducted to determine their
employment status, additional training received after high school, and general attitudes
toward the training they received while in the program. The suggested periods of time for
follow-up of program completers is one, three, and {ive years after program compietion.

i S nciess An effective means of assessing student outcomes is
through the use of a mastery level test of the core curriculum competencies. The major
purpose of the mastery test is to discriminate between students who have fully mastered the
competencies and the ones who have not. In addition, the teacher-coordinator can evaluate
their instructional effectiveness within particular units of the curricutum,

Advi e or K i the am: On a periodic basis, advisory
commttee members and employers of students in a prosram should be asked to evaluate the
effectiveness of the program.

Student Evaluation: An anonymous year-end program evaluation should be given to students
to elicit their agtimdes. reactiops. opinions, and recommendations relative to program
objectives, teaching techniques, instructor effectiveness, etc,

1 S E Ons ors:  An effective means of assessing student
outcomes is through the use of an evaluation of students by their employers.




LEGAL ASPECTS

The administrator and the Cooperative Occupational Education teacher-coordinator
should be aware of the legal aspects related to program operations. Legal considerations
provide guidelines for program operation and include a variety of factors from equal access
through labor legisiation.

Child Labor, Wage and Hour, Social Security, Workman's Compensation, Labor, Civil
Rights, Occupational Safety and Health laws apply to students and the training stations where
they are placed. The teacher-coordinator is expected to know these and other local, state and
federal regulations that apply to the employment conditions of student-~trainees.

If an employer refrains from complying with the law, the teacher-coordinator should
discontinue the cooperative arrangement and seek another training station for the student.
Failure to comply with legisiation is damaging to the image of the program and, in instances
where students® health or safety are impaired, makes the teacher-coordinator vulnerable to
criticism, or even legal action. Problems of violations are best avoided by selecting suitable
training stations and by drawing up a written training agreement which specifies conditions
that insure compliance with regulations.

The teacher-coordinator should maintain a file containing information on legal
matters so that sources can dbe quoted when legal questions arise. Teacher-coordinators
should secure state and federal publications for themselves and for training stations. Matters
in this area change rapidly. Where specific problems exist and the training sponsor seeks
assistance from the teacher-coordinator, the teacher-coordinator should write to state and/or
federal agencies to specify the condition and obtain answers, thus minimizing responsibility
in legal suit.

The teacher-coordinator should use good professional practices designed to safeguard
the weifare of the student-trainee. In addition, the teacher-coordinator must comply with
current federal, state, and local laws affecting the employment of minors.

Equal Access

Bias on grounds of race, color, national origin, sex, and handicap is prohibited in
vocational programs. These civil rights statutes and their implementing regulations apply to
vocational education programs. Discrimination is prohibited in admission, recruitment,
treatment of studénts, academic requirements, financial and employment practices, non-
academic services, and health, welfare, and social services.

Employment Certificates

The employment of minors under 16 requires an employment certificate, generally
known as a work permit. Blank employment certificates may be obtained from public
secondary schools. Any student 16 to 20 years old is to provide some proof of age.
Occupations In Which Minors May be Employed

In general, employment of fourteen and fifteen year-old minors is limited certain
occupations which do not interfere with their schooling, health, or well being.

There are a number of occupations in which older youths may not be emploved.
These usually involve occupational hazards or are jobs restricted under the Fair Labor
Standards Act or the Child Labor Law,



Hazardons Occupations

In order to comply with the federal hazardous occupation regulations and to help
guarantee the safety of the students, the teacher-coordinator must be familiar with the
agricultural and nonagricultural (nonfarm) hazardous occupation orders.

The Fair Labor Standards Act provides s minimum age of eighteen years for any
nonagricultural occupation which the Secretary of Labor "shall find and by order declare” to
be particularly hazardous for fourteen, fifteen, sixteen, and seventeen year-old persons, or
detrimental to their health and well being.

Occupations declared to be particularly hazardous for minors between fourteen and
eighteen years of age include, among many, jobs in or about plants manufacturing or storing
explosives, coal mine occupations, logging and occupations involved in the operation of
power driven woodworking machines, and occupations involved in roofing.

Minlmum Wage

Teacher-coordinators and students must be aware of those occupations and businesses
which are covered by the minimum wage laws. The following employees are covered by
Federal Minimum Wage Law.

All employees of certain enterprises having workers engaged in
interstate commerce, producing goods for interstate commerce, or handling,
selling, or otherwise working on goods or materials that have been moved in
or produced for such commerce by any person are covered by the Act.

A covered enterprise is the related activities performed through
unified operation or common control by any person or persons for a common
business purpose and is-~

1. engaged in laundering or cleaning of clothing
or fabrics; or

2. engaged in the business of construction or
reconstruction; or

3. engaged in the operation of a hospital; an
institution primarily engaged in the care of the
sick, the aged, the mentaily ill or defective
who reside on the premises; a school for
mentally ill or defective who reside on the
premises; a school for mentally or physically
handicapped or gifted children; a preschool, an
elementary or secondary school; or an
institution of higher education (regardiess of
whether or not such hospital, institution or
school is public or private or operated for
profit or not for profit); or

4, comprised exclusively of one or more retail or
service establishments whose gross annual
income of sales or business done is not less than
$362,500;

{(Any retail or service enterprise which has



annual gross volume of not less than $250,000
and which later ceases to be 8 covered
enterprise as a result of increases in this dollar
volume test must continue to pay its employees
at least the minimum wage in effect at the time
of the enterprise’s removal from coverage, as
well as overtime in accordance with the Act.)
or

5. any other type of enterprise having an annual
gross volume of sales or business done of not
less than $250,000.

The dollar volume standard mentioned above in (4) and (5) excludes
excise taxes at the retail level which are separately stated.

Any establishment which has as its only regular employees the owner
thereof or members of the owner’: immediate family is not considered part
of any enterprise.

Federal employees are subject to the minimum wage, overtime, child
labor and equal pay provisions of the Act. Employees of State and locat
governments are subject to the same provisions, unless they are engaged in
traditional governmental activities, in which case they are subject to the child
labor and equal pay provisions only. The Supreme Court has indicated that
such traditional governmental activities include schools, hospitals, fire
prevention, police protection, sanitation, public health, parks, and recreation.

Employees who are not employed in a covered enterprise may still be
entitled to the Act’s minimum wage, overtime pay, equal pay, and chiid labor
protections if they are individually engaged in interstate commerce. These
include--

(a) communication and transportation workers;
(b) employees who handle, ship, or receive goods moving in interstate commerce;

(c) clerical or other workers who regularly use the mails, telephone, or telegraph
for interstate communication or who keep records on interstate transactions;

(d) employees who regularly cross state lines in the course of their work: and

(e) employees of independent employers who perform clerical, custodial,
maintenance, or other work for firms engaged in commerce or in the
production of goods for commerce.

Domestic service workers such as maids, day workers, housekeepers,
chauffeurs, cooks, or full-time baby sitters are covered if they (1) receive at
least 3100 in cash wages in a calendar year from their employer or (2) work
a total of more than 8 hours a week for one or more employers,

There may be times when student-learners will have to be employed at less than
minimum wage in order to prevent a curtailing of employment opportunities. Teacher-
coordinators must be familiar with reguired Subminimum Wage Certificate Requests (permits
or certificates which enable an employer to employ a student-learner at snubminimum wage),
the processes of application, and the conditions governing the issue of the certificate.

ey
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The law provides for the employment of certain workers at rates lower than the
statutory minimum under the terms of special certificates. Individual certificates are granted
for students working part-time in employment reiated to courses they are studying in school
and when such employment has been arranged by the teacher-coordinator of the Coopcrative
Occupational Education program in the school the student is attending. The employer must
file a subminimum wage certificate request for each student they will employ from a
Cooperative Occupational Education program at less than the minimum wage.

Department of Labor, Wage and Hour Publication 1343, Emplovment of Student
Leargers, explains that students employed on a part-time basis pursuant to a bona fide
vocational training program may be paid at 75 percent of the current {.deral minimum wage.
The local Wage and Hour Office of the Drpar ment of Labor can provide additional
information regarding these provisions,

When thi= certification is used, remember t1at the equal pay provision prohibits wage
discrimination on the basis of sex within an establisament. That is, when a company is
subject to the minimum wage, employees of one sex must not be paid wages at rates Jower
than those paid employees of the othe: sex for equal work on jobs requiring equal skill,
effort, and responsibility performed vunder similar working conditions.

Social Security

Cooperative Occupational Education stuc.:nts must secure a social security number.
Teacher-coordinators should be familiar with the social security law and with the different
social security programs before placing students in a training station.

Each employer is required to give the student-learner a copy of a W-2 form which
includes a statement of social security contributions deducted from his/her pay, as well as
the amount of wages and other contributions. This is done in January and alsc when the
student stops working for that employer. Receipts show the amount of wages that count
for social security. For most kinds of work, wages paid in forms other than cash~-the value
of meals or living quarters--must be included. For domestic work in a private househoid or
for farm work, only cash wages count.

Most student-workers are entitled to benefits under the provisions of the Social
Security Act. Major groups of persons not covered are government employees and employees
of certain nonprofit organizations. The Social Security Act does not provide coverage for
children employed by either parent if they are under 21 years of age.

Any student who is currently receiving Social Security benefits may earn only a
specific amount each fiscal year. If you have such a student, check with the Social Security
Administration office for up-to-date information on limitations.

Job Safety (OSHA)

Job safety and heaith on the job are dependent upon leadership by the employer, safe
employment conditions and safe work practices by employees. If any of these items is
msssmg. injuries are likely to occur. Accidents on the ;ob may result in employee death or
injury, property damage, production ioss, and increased insurance rate, compensation, and
other costs.

Public Law 91-596 known as the Williams-Steiger "Occupational Safety and Health
Act of 1970" (OSHA) was created for the purpose of assuring safe and healthful working
conditions. The provisions of this law apply to every empioyer with one or more employees
engaged in a business affecting interstate commerce.

Ja
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Basically, the Act requires employers to maintain employment conditions free of
recognizable hazards causing, or likely to cause, death or serious physical harm. They also
h..ve to comply with all occupational safety and health standards, rules, or regulations issued
pursuant to the Act. When Congress passed the Act, it provided that any state might set up
and manage its own satety and health program only if it were "at least as effective as* the
federal program. Otherwise, the federal government would enforce safety in the state.

Employers, chief executives of work teams, and teacher-coordinators must be willing
to accept the responsibility for the occupational safety anw. health of their student-trainees,
Employers must set the establishment’s safety policies, stimulate safety awareness in others,
and show their own interest if others are to cooperate in making conditions safe and
heaithful. Key people responsible for implementing the safety and health programs of
training stations are supervisors, If supervisors are to fulfill their responsibilities they need
appropriate authority, assistance, and support from management.

Worker’s Compensation Insurance

Working conditions should be carefully evaluated in determining the suitability of
training stations. The school has some responsibility for the health, safety, and job
satisfaction of students in the Cooperative Occupational Education program. Placement of
students in training stations where the environment is unpleasant or pot in keeping with
generally accepted standards for the occupation causes dissatisfaction on the part of students,
parents, and others who expect the Cooperative Occupational Education program to maintain
high standards. Some working conditions to consider in selected suitable training stations are;

I. Convenience of location with respect to the student being able
to get safely to work from school and home within a
reasonable period of time.

2. Healthful and safe working conditions.

3. Hours of work which aliow the student sufficient time to keep
up with school work, participate in recreation, and get
adequate rest.

4. Adequate eouipment and facilities to practice the occupation

for which training is planned.

5. Compliance with local, state »nd federal labor regulations
regarding wages, hours, working conditions, insurance, and
hazardous occupations.

One of the foremost concerns of an employer is his/her liability for accidents
involving employment of Cooperative Occupational Education students. The school
administration must also be aware of exactly what its liability is for the programs it offers.

Nearly all employment in Missouri is covered by worker’s compensation; there are
some exemptions from the law, However, when an employer is required by law to provide
compensation, and providing that the accident did occur on the job, this insurance covers the
employer’s full liability to employees for medical and hospital expenses as well as partial
liability for loss of employee income. Worker’s compensation is furnished and paid for by
the employer; no deductions are withheld from the employee’s wages for this coverage.

39
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The teacher-coordinator may choose to be cautious about placing students with
employers who may not carry workmen’s compensation insurance or other comparable
coverage for injuries incurred while on the job. The student-learner is a bona fide employee
and therefore should be placed in firms where adequate employee accident insurance is
provided by the employer. Private insurance companies may not deny insurance coverage
to an employer because he has workers 16-18 years of age. If, however, the employer has
a record of claims they may have to pay an assigned risk preminm. These assigned risk
premiums are not reiated to the age of the company’s employees, but rather past history of
injury claims.

Unemployment Tax

Unlike workmen’s compensation insurance, Cooperative Occupational Education
students are not covered under the provisions of the Missouri Unemployment Tax faw.
Employers are not required to pay Unemployment Tax during periods in which students are
enrolied in the program (i.e. from the first day of the school year to the last day of the school
year). Employees are required to file Unemployment Tax for pericds when the student is not
enrolled in the program, such as during summer months. In like manner, students are not
eligible to claim benefits while enrolled in the program.

Targeted Jobs Tax Credit

E..  .yers participating in Cooperative Occupsational Education programs may be
eligible for tax credits through the Targeted Jobs Tax Credit (TITC) established by the
Revenuz Act of 1978 (P.L. 95-600).

The Act outlines the provisions for students participating in a qualified Cooperative
Occupational Education program:

(1) The students to be served must be age 16 but not yet 19 who have not
graduated from high school or vocational school; they must be enrolled in and
actively pursuing a qualified cooperative education program,

(2) A qualified cooperative education program is a program of vocational
education approved by state Board of Education and having a written
cooperative arrangement between a qualified school and employers, related
instruction (including required academic instruction), and work periods
alternating between school and a job in any occupational field. Those two
experiences are planned by the school and employer to contribute to the
students’ education and employability.

(3 A qualified school may be:

a. A specialized high school used exclusively or principally to provide
vocational education to individuals who are preparing to enter the
labor market.

b. The department of a high school exclusivel s or principally used for
providing vocational education to persons who are preparing to enter
the labor market.

c. A technical or vocational school used exclusively or principally for the
provision of vocational education t0 persons who have completed or
left high schoo! and who are available 10 study in preparation for
entering the labor market.
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d. A school which is not a public school shall be treated as a qualified
school if it is exempt from taxes under Section 501 (a) of the Income
Tax Code.

(4) Wage payments are made: The individual must be currently pursuing 2
cooperative education program and wages shall be counted only if the wages
are attributed to the services performed while the individusl meets the
requirements of that program.

For additional information regarding the Targeted Jobs Tax Credit, contact either of
the following:

a. Missouri Division of Empioyment and Security

b. State Director of Marketing and Cooperative Education
P.O. Box 480
Jefferson City, MO 65102
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PROFESSIONALISM

The effectiveness of COE teacher-coordinators is dependent upon both the technical
skill and knowiedge of the discipline they bring to the classroom and the image they project
to the varying audiences with which they deal. These audiences would include the advisory
council, other professional educators, administrators, parents, students, support staff, and
training station sponsors.

With all the minimum standards that apply to being an educator, there are some
specialized aress of professional commitment which have proven to be important for
successful COE teacher-coordinators. Among these commitments are:

1. Service to students and the profession
2. Continued emphasis on scquiring additional knowledge
3. Membership in professional organizations

Meeting the Missouri certification requirements should only be considered the first
step to becoming a professional. Successful teaching experieace must be coupled with an
ongoing dedication to quality education in general and specifically, vocational education.
This dedication is evidenced by continued effort to improve teaching practices, commitment
to the growth of Cooperative Occupational Education as a specialized field, maintenance of
ethical standards, and service to students, parents, the school and the profession.

Service to Students

Effective teachers believe that their most important function is to serve the needs of
students. COE teacher-coordinators should:

Take responsibility for the success of their students.
Keep students task-oriented.

Set an example for their students.

Be good classroom managers.

Use a variety of instructional methods.

Program their students for success.

L od al

Service to the Profession

Service to the profession is difficult to measure but can be traced to many things.
Professional teachers are;

1. Continuously keeping themselves current through readirg professional journals
and other publications.

Aware of the expectations of parents and administrators.

Receptive to change in the practice of teaching,

Conscientious and proficient in planning.

Dependable. :
Generous in contributing their time and talent to the community and the
profession.

Aware that their actions and ethical standards will impact on the program and
their students.

Sl ol ok o

Acquisition of Knowledge

There are several methods of ‘—oroving teaching through acquiring additional
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knowledge. The COE teacher-coordinator should continually strive to remain current and
improve their individual knowledge base. Among the methods of doing this are: prof essional
literature of the field, professional organizations, attendance at professional meetings and
inservice acuvmes, and enroliment at workshops, seminars, and classes provided through the
universities and celleges of the state.

Professional Organizations

A profession is distinguished by the professional organizations which define the
criteria for admission, lead in research and work for the continued growth of the profession.
The Cooperative Occupational Education teacher-coordinator should be 2 member of the
following organizstions:

AMERICAN YOCATIONAL ASSOCIATION {AVA): The AVA, the largest
vocational association in the country, is committed to serving all vocational educators and
inst] utions. The objective of AVA is "to develop and promote comprehensive programs of
education through which indi.iduals are developed to a level of occupauonal performance
commensurate with their innate potential and the needs of society.”

Membership in AVA permits a vocational educator to become a member of one of
the tweive divisions of the organization which are established by disciplines in vocational
education. In addition, AVA membership is also divided into five geographical regions.

The AV A sponsors numerous and varied professional activities. The organization
conducts 2 national convention each year and actively represents the interests of vocational
education to state and national officials who have policy-making power.

MISSOURI VOCATIONAL ASSOCIATION (MVA): The MVA, is the state
vocational education association, which is affiliated with the American Vocational
Association. The MVA is the state teachers organization which speaks for vocational
education at the state level.

The MV A sponsors an annual summer conference in which vocational educators from
across the state convene to keep up to date on current trends and practices within their
teaching specxalty In addition, M. A sponsors various activities throughout the year to
promote the interests of vocational education in Missouri.

MISSOURI MARKETING AND COOPERATIVE EDUCAT.ON ASSOCIATION
(MCEA.): The MCEA is a division of the MVA which represents instructors of marketing
and those instructors involved with cooperative method based programs. This association
prov:des members with an opportunity to coordinate their professional activities with the
MVA in an effective manner.

The MCEA sponsurs an annual Professional Development Conference (PDC) in
February, in uddition to regxonnl meenngs within the State. At these meetings, teachers learn
of rescarch findings, innovative practices, or other ideas, as well as sharing ideas on alf
aspects of their job.

Within the MCEA organizational structure are two other professional associations -
the Missouri Marketing Education Association (MMEA) and the Missouri Cooperative
Education Association {MCEA). Membership in the MMEA is open to all marketing
educators and business people. MMEA focuses on the aspects of marketing education and
the dehvery of imstruction in marketing. MCEA membership is open to teachers who are
involved in cooperative method based programs and others interested in promoting these

programns.
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For additional informetion on these organizations, contact the following:

Treasurer, MCEA

P.O. Box 480

Jefferson City, MG 65102
(314) 751-4367

With appropriate membership, the COE teacher-coordinator receives professional
periodicals containing state of the art information, inspirational conferences, opportunities
to serve, personal/professional recognition, and affiliation with the "cutting edge” of the
profession. The banefits of these organizations go far beyond the membership fees required.
Typical of professional organizations are the following benefits:

Conferences dealing with issues, practices and materials
Publications, curriculum materials

Opportunity for active professional leadership roles

Opportunity to serve on committees and study groups
Recogaition of outstanding professionals within the organization
Input into local, state, and national issues

Networking through the local afTiliates

Public relations

Legislative leadership and advocacy

ol SBnd b b o o Ml



Appendix A

Missouri Certification Standards for
Cooperstive Occupstional Education Teacher ~Coordinators




Septzemper 1, 1988

MISSOURI CERTIFICATION STANDARDS FOR COOPERATIVE OCTUPATIONAL

EDUCATION TEACHER-COORDINATORS

I. The Certification requirements for all vocational instructers, as provided
in tha State Plan, must be met by Cooperative Occupational Education teacher-
coordinators.

II.

Requirements for Five-Year Certification.

A‘

Baccalaureate Degree.

B. Two years or 4,000 hours of approved occupational experience is required.

c.

Twenty-five (25) semester hours of approved subject marter course
work.

1.

Ten (10) semester hours minimum from the area of Marketing with
courses such as Retailing. Merchandising, Advertising, Salesmanship,
Sales Fromotion, et CeLefa.

Ten (10) semester hours minimum from the area of Industrial
Education with courses such as Drafting, Metal, wWoodwork,
Industrial Relations, lLabor Problems, Power Mechanics, Zlectriciry,
Graphic Arts, World of Construction, Introduction to Industry,

et cetera.

Tive (5) semester hours minimum in excess from the above tvo
areas or from general business, ecomomics, Or business agrnanistration.

Twenty-four (24) -semester nours of approved professional educalion
coursas wnich must include:

1'

i

Tight (8) semester hours of vocational education course verk.
Specifically, courses must include tne fellowng:

a. Cocrdination Technigues
b. Methods of teaching Marketing or Industrial Zgucation
e¢. Curriculus for Markering or Industrial Education

d. Addirional course work im vocational education Zor the
eight (8) nour total. Courses might .include Prilesophy of
Vocational Education, Vocational Guidance, Occupational :
Analysis, Vocational Youth Organizations, Adult Programs in
Vocational Educatien.

The remaining semester hours may include professional educatior
courses such a5 Teaching Methods, Educational Fsvchology, Princ.nlzs
of Teaching, er ceters, o0 include at ieast sax {6) semester hours of
student teaching.

W
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Requirements for Two-Year Certification.

A.

B.

Baccalaureate Degree

Two years or 4,000 hours of approved occupational experience is

required.

Sudbject Matter Course work.

P

1. Five (5) semester hours of approved subjiect matter course work in

Marketing.

2. TFive (5) semester hours of approved subject matter course work

in Industrial Education.

Professional Education Courses.

1. Twelve (12) semester hours of professional education course work
with a minimum of four (4) semester nours of vocational education
vhich includes a course in Coordination Tecnhnigues and one in
either Methods of Teaching or Curriculum for Marketing Zducazion or
Industrial Education, plus at least six {6) semester nours of srudent

TeAChing.

Requirements for Five-Year Certificazion Kenewal.

A.

Atteandance of each annual vocational state conference (MVA) during the

five-vear peciod.. ..

Complerion of two coliege credit
certification specialzty.

COUrSeS COnLTipULiINg s£pecCaiica

Substituticns to z2bove reguiredents may be made as follows:

1. 4 workshop cr institure of fi
one huncéred twenty (120) clock nours of appropriate oc

fteen {15) or more clock nours o

experience Tay bDe substitured for attending a conference.
than two conference Tequirements may be s&tisfied through

substizution.

upatioral
No more

2. A weorkshop cr institute of fiZfteen (25) or more clock hours os

one hundred tventy (120) clock nours of appropriate occupsst:

rona l

experience wmay subsiitute for each of the two coliege courses.

Evigence of completi~d reouirements must be supplied py the teacher-

coordinater to the Department of
requests for certificate reneval.

Zlementary and Secondary Liucat

ion with
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11 DEPARTMENT OF ELEMENTARY AND SECONDARY EDUCATION Numoe: 86 170 003
Coordinator, Vocatonal Education 5/81
P.Q. Box 480, Jelierson City, Missours 65102

GUIDE FOR SUBMITTING APPLICATIONS FOR EXPANDING AND
NEW REGULAR VOCATIONAL PROGRAMS

The iollowang outline consinutes the mimmum information necessary 10 review the appropriateness of an apphication for an
expanding or new regular vocational program. Prepare and submit o separate proposocl for each program by
occupational title.

Proposals are to be submitied to the State Director of Vocational Education on or before March 1. (Applcations for Aduit
classes may be submutted as the need arises.) Local disinicts wall be notilied concerning the approval or disapproval of
program requests. Budgets for approved new or expanding programs would be established at the time the annual budget
requests are submitted by the local districis,

L GENERAL INFORMATION

* identdy program by occupational ttie and U.S. Ofice of Educanon code number (For pastsecondary instiiutsons— siate
precisr name of major or speciahzanion, and degree or cernficae, if any, 10 be swarded upon suct essiul complenon of program.)
Incheate specific occupational oective,

B.* indicate how the need {or thes program was determined employment opportunimes, L urrens and projecied trends. on adwice ol
admmsiration or adviory commities, eIC. Dncnbe ihe cooperanion with the CETA prime sponsor inthe development of this
program, J applicable.

C. Gwe advisory commuttes members, theyr occupations, what rewew the proposal has had, nature of appramal of outside
ravaewers, eic., if applicable.

D. Indicoie exient of supervimon: by whom, amuuni, Irequency, eic. in what department or other umi will’ the program be
adiarsiered? :

£.* Gwve the name, location, and descripiion of space 1o be utiized for this program,

F. Siate the relations of proposed program to present alienings and to long range plans of the institution.

G.* Gwve propesed date for imhating the program.

il. INSTRUCTIONAL INFORMATION
A." Siate the program obectves m measurable terms.
B.* Include a topcal outhne of mapr umits or dvisions in the vocahional coursels)
C. List mstruchonal material, maor texis and references 10 be used.
D. Describe standards of performance or level of prohtiency expected al program ompletion
E.  Swste the qualificanons of the mstructoris) the disint intends 10 employ

Hl. STUDENT INFORMATION
A." Describe how students will be selecied and the nature of students 1o be served Indicate anticipalea enroliment.
B. ldentily educational guidance and counseimg services to be prowided.
C. Descrbe follow.up procedure planned.
D. Explan the participation in youth organizations sponsured by the Voacational Diiswon

iv. BUDGET
A. List major equipmen! currently avaiiable
B. Outhne Jong-range plans for major equipment purchases
C. Show proposed equipment, teaching aids. and supphes expenditures
D.* List anticipated salary expendiures.

V. EVALUATION

A. Explun the procedures and nr methods of svaluetion 1o be used i determinmg results Robste these tothe program obectves.
B. Lt msirumeni(s} tv be wved, -
C. Indicate how results of evaluation are 1o he uthzed

*Minsmum mniormation necessary 10 review the appropriaieness u! o1 adull suppiemienial or apmentweshin new Of Pxpandng industry
traming or consumer and homemaksy program

o
)
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Sample Training Agreement
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TRAINING AGREEMENT

PROGRAN TEACHER-COORDINATOR
Studant-isarner Employer
Nome Addrosa Addrass
City Z1p City 1ip
Phons Phons

. Suparvisor
&Wt-lumg:': MJ::, Title

£

Socisl Security Number

IRAINING PERID
Beginning Dats Cat
Houra/Weak Rourly wage °

The studsnt snters this progras to lesrn as much as is possidle For the employer to provida in
the nature of job information, akill end atiitudes,

The employer will deterains the ggy and houra the student will work., Tg earn credit the
studant sust work @ minimm of 10-15 hours per wask. .
THE STUDENT LEARNER:
1, will, while in the process of training, have the status of student-lsarner and will not
displace any regular ssployes.,
2. will conform to all rulss end regulationa of the school and the training site, The
saployer expects honesty, punctuality, coopsration, courtesy, and willingness to learn.
3. will maintain regular sttendancs st school and un the job, On-the-jod attendance
includes days when school is not in session (e.g., Christmaas break). .
4, will report sbeences in advance to the emplaysr and teacher-coordinatar. Tha student
:MMt recaive eredam“ work on days when not in achool unless praviously approved by
teachar-coordinator.
5. will kesp all rscords and attend all recognition events (e.g., Employer Appreciation
Banquet) sssociagtsd with this program.

THE PARENT/GUARDIAN:
1. will encourage the student-lsarner to do weil in work sxperience.
2. will be respeneible Tor providiang transportation for the student-learnar for the work
exparience activity.
2. will be respenaible, along with the student-lsarner, for the safety and conduct of the
student~-lesrnar while he/she is at or between ths school, the training site, and homes,

THE TEACHER-CODRDINATOR:
1, will consult with the treining site supsrvisor concerning the student-leasner’s work.
2. will make periodic contacte/visits to the training site.
3. will counael the studsnt-lsarnar asbout the wark axpariencs.
4. will be availsble to help with training yrodblems or progras chenges. Contact the
taacher-coordinator whenever halp ia nesded.

THE TRAINING SITE SJPERVISOR:

1. will train the student-lesrnar with the competenciss included in tha Training Plan and
thoae needad for all job-relatasd duties. Training should include safaty inatruction.

2. will help in the svaluation of the student.learner.

J. will conform to all fedesral, state and local lswa and regulations regarding esployment
ang compsnsation of student-lesrners, Student-lesrners are not eligible for
inamploysent benefita but suat be covered by worker's cospensation.

4, will reserve ths right to dischargs the student-lesrnsr for just cause from the
training sits. The teacher-coordinator requests consultation prior to the action.

The Lraining may be discontinued at sny time Dy any of the signers of this agreement, but esch
agrees to notify the others in advence. In the event that training is terminated, the
teacher-coordinator will mske final desterminations concerning cradit received and reassignmesnt
of the studsnt-lsarner. .

ALl adjustmenta in the training euat Ds made through tha teacher—coordinator.

It shall bo egresd that all partiea participating in this program will not discriminate in
training and/or employment opportunities on the basie of rarve, color, religion, sex, naticnal
origin, or handicsp,

Data Dato

Student Training Supsrvisor

Data Oato
Parant/Guardian ' Yeacher Coordinator

O
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sample Instructional Mansgement Plan
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WEEK ]

WEEK 3
WEEK 4
WEEK 5
| WEEK®
| WEEK 7
. WEEKS

 WEEKS

Instructional Management Plah

For: Occupational Goal:
Schoal: Training Station:
Rat-uts are uasigned by the instrucior RATING SCALE

In ccnuncuen with the raining
spor.sor { where appropriawe).

4 —Buperior Performancs by studsnt jearner
3=—Above Average Performancs by student learner
2—Average Performance by student lsarner

1 —Poor Parformancs by student learnar

Curriculum Goal

Training Sponsor
Evaluation for Current

Application Experisnoe Crading Period- ___
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Semple Evalustion Instrumsent
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Genersl Evaluation

Raungs are ssagned by Lhe mswrucior RATING SCALE
10 conyuncion with the wramning 4—Buparior Performance by student learner
Sponscr (whers appropriaie). 3--Above Average Parformance by student 1earnsr

8—Avarage Parformance by snident learner
1 ~Peor Farformanoce by atudsnl lserner

Training Sponsor
Work Habits and Personality Traits Bvaluation for Period

Punstual: Ceis o work on ume

No. of 1imes absent No. of umes wurqy

Appearanos: Neat, well-groomed, appropriately dressed

Dependabdility: Promm, trusiworthy, foliows directions, meels obligauons

Adaptability: Cawches on fust, follows detatled instruction well, can SwWitch Jobs euslly

Abfisty To Gst Along: Cooperaltve, well mannered, has social and emouonal swablitty

Job ARtttude: Enthustastic, a good weam worker, willing 10 work and cooperle, Qeilies W IMprove

Inttiative: Ability 10 work without supervision, sees uhings 1o do

Aocapis Suggestions: Eager 10 unprove, seeks assislance, follows ihrough

Care of Matarials and Equipment

Adaitional Bvalvation Items:

mmmmmmmmmwmummmmmmmam)ow
DYm DO¥o DNotBuwe (Why)

Do you plan 10 ask the studant I6Arnar 1o assume Dsw dutiss in the next month? DYes DXNo
If Yos, what duties:

Validating Signatures

Employer Teacher/Coordinator
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PAY RECORD

. ‘ #oeoucnous l FOTAL NET
AGGRE GATE .

nouau GROSS GROSS PAY NET PAY PAY
:%%?(SED 1 ”%igo PAY YO DATE TAXES FICA OTHER {take homa) | TO DATE JF'

|

E

ARLIN FTIAG AE IO FANLEEAN CAAU TEDIQ 4 QEMHUREMENT AND MHST RE COMPLETED TOOBTAIN QRADE.




SAMPLE
s _ WAGE AND HOUR REPORT

Name Month of

[ Day of I Day of] Hours Worked ] Hours Worked] § Rec’d | § Rec'd |
Week Month | School Days Other Days School Days | Other Days |

el

aﬁaau N el s s oo d ool

i
|
%
29 | T
30
| 31 |
TOTALS | 1
! ! l l ! |
Total hours worked in this month Total hours worked to date
Total wages earned in this month Total wages earned *o date
Total savings this month Total savings to date
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Number: 6920004
DEPARTMENT OF ELEMENTARY AND SECONDARY EDUCATION o
V4 Tgqupmest & Othey

Division of Yocationa! and Adult Education
P.O. Box 480, Jefferson City, Missouri 65102

Application for Authorization to Purchase Equipment,
Teaching Ailds or Other items for Vocational Programs

PLEASE READ INSTRUCTIONS ON REVERSE SIDE.
Datnct Code Locsl Educatton Agency {LEA)

m Codes {Program and Type) Maihag Address

» _ Descripsion of Program City and Zip Cude

it- —= Submitted For Approval
Description of tem. Quaniity Estimated
Unit Cost Toial Coat
3 $
I
Total Estimated Cost  §
FOR STATE OFFICE USE ONLY
" Comnty School Program Aren Year | Year | Por- §  Expenditure Reymbursement Mate tederal Sowrce| Scction
District Number Code Conle Pad | Chg | pox Cimbe
3 3 $ 5
Program Director Stte Durector of YVocauonal Education Approval Date

64




instructions

Three copics of this Application for Authorizanion are to be suhmitted with the FV-1 forms to the Director of
Vosational Finance. After they have been processed, once copy indicating the approved stems will be returned tothe LEA.
The Certification Section at the boutom of this page should be completed prior to sending it 1o the State Office for
approval. A separate Application for Authorization must he filed for each program or service area and cach type of
program. Only those items having prior approval on this application may be claimed for reimbursement.

District Codes: Enter the district codes used by the Depariment ot Elementary and Sccondary Education for payment
purposes.

Local Education Agency: Report the official name ot the school district, the mailing address, city and zip code.
Progrem Codes and Description of Program: A scpatate Appliution for Authonzaiion must be filed for cach

Program or service area and cach type ol program. T progran code will, thoseture, always be a two-part code as
illustrated on the program code list mnicuded with the instrsctions tor completng Form Fv-1,

SIGN BELOW

Y rema s abe eetn o —— —

CERTIFICATION

The local education agency hereby requests authorizastion (o purchase cywpinent or teaching aids us described
on the reverse side of this form 10 be used for instruction in progsamis approsed under the provisions of the Carl
D. Perkins Vocational Act of 1984,

It is understood that the titie to equipment and teaching awds s to be vesied 1n the sehool district with
accountabdility to the Department of Elementary and Secondaty Fuucation No disposition or diversion of use
may be made without written approval. If such property is sold ur no i nger used for the purpose permitted in
the Act, the Department of Elementary and Secondany Fducation st be credated with s share of the value as
determined by the sale price or Lt value

1t is further undersiood that the EEA will b the Depaniment imformation tequired tor supportng clasms
for funds and maintaining inventoiy iccords

Date _ Signed

-

1€ Lt Y heol Adusniangiaton)

o e e et e et s i+ s Ppopmn o . i m - e e ——— s o e e el

=z
¢
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Number: 5-5320-0008
1788

DEPARTMENT OF ELEMENTARY
AND SECONDARY EDUCATION Form rV.? (Equipment)

Division of Vocational and Adult Education
P.0. Box 480, Jelferson City, Missouri 65102

Reimbursement for Equipment, Teaching Alds
or Other items for Vocational Programs

PLEASE READ INSTRUCTIONS ON REVERSE SIDE BEFORE COMPLETING.

Items For Which Reimbursement ls Claimed '
2 = S O ”
From Whom Puschaped Aftzch Involces Only Expenditure Chack No.
$

TOTAL EXPENDITURE $

FOR STATE OFFICE USE ONLY
Diwrict Sec. | Sch. Program Aren Year State Federat
o Qode Code | Cosle Code Code p Code c | Purp [Sourcr Amount Amount Expenditure Reimbursenment
s $ $ $
Approved bdy:

&V




Instructions

Bubmit two (2) coples of this form for esch level of each program area to the Director of Vocational Finance, Missouri
Department of Elementary and Secondary Education, Jefferson City, Missouri 65102,

Program Code & Description of Program—The Program Code is a two-part code as illustrated on the code lisi s .2t
with instructions for Form FV-].

Column (1)—Date Purchesed —This is the date of obligation by written purchase agreement (purchzse order, letter, or
contract). Expenditures for the acquisition of equipment, supplics, teaching aids, etc., will be considered as an
expenditure in the fiscal year in which the funds were obligated by a purchase agreement or legal contract.

Columa (2)—From Whom Purchased —This is the vendor or person with whom the agreement is made.

Column (3)—Description of lem— This should be a short identifying statement of the item. Detailed descriptions,
serial numbers and other information should be outlined on the invoice supporting the transaction.

Column (4)—State Use Only —Do not complete.

Column (5)—Expenditure—This is the amount paid for the items purchased. Show deductions on invoices for
discounts, credits, and other memos. Freight costs are considered as part of the equipment expenditure, Only items
approved on Form FY-4 may be reimbursed. An equipment itcm is a unit of furniture, an instrument, a machine, an
apparatus or a set of articles which does not meet the criteria of being a supply. Supplies are those items which (1) are
sonsumed in use; (2) lose their shape or identity with use; (3) are expendable, that is, it is more feasible to replace it than
repair it; or (4) are inexpensive. Other expenditures are those which represent services such as utilities, communications,
transporiation, eic.

Column (6)—Check No.—This is the check which ~epresents payment for the items described.

Totlasl Expendiiure —Total Column (5).

SIGN BELOW
CERTIFICATION Dute Segned.
To: wamon of Yoeationat and Adult #dacation
Jetlersun Crty, Missoun 65102 Datnct Administzator

We hereby certify that the information reported herain i correct to
the best of our knowledge ana belief.
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DEPARTMENT OF ELEMENTARY AND SECONDARY EDUCATION
DIVISION OF VOCATIONAL AND ADULT EDUCATION
P.0. Box 480, Jefferson City, Missorri 651072

EVALUATIVE QUESTIONNAIRE
FOR
MARKETING - COOP ~ INDUSTRIAL - COMBINATION (COE)

This form was completed School
locally by the following Date
staff:

DESE Evaluator:

v

INSTRUCTIONS: This self-evaluative guestionnaire is to be completed by the
staff in chargs of marketing or cooperative education programs, in consultation
with administrative personnel, prior to the date scheduled for an on-site
evaluation by DESE professional staff. Please prepare an evidence file for the
svaluators which supports answers indicated on this questionnaire. Staff
members who accumulate materials for the evidence file should be available
during the on-site visit for clarification of documents and additional
irformation if requested.

The following supporting documents and materials should be included in the
evideace file:

1. Phr‘losophy - state the philosophy for the department or
rational program area.

2. i1,_actives - state the program objectives.

3. Class schedule.

4. Membership roster of the advisory committee.

5. Minutes of advisory committee meetings.

6. List of advisory committee activities.

7. Instructional objectives and course outlines.

8. Developmental plans and long-range needs (program expansion,
faciliries, equipment, materials, etc.).

9. Current enrollment information (including notations of special
populations for each course).

10. Placement and follow-up data for occupational programs.

11. Employer follow-up forms (ail occupational programs).

12. Inservice schedule with spscial populations topics
identified.

The items on the questionnaire for rating the effectiveness of the program may
be answeraed by circling the appropriate number corresponding to tha extent to
vhich the provisions, conditions, or characteristics being described are in
evidence.

4 - Excelient
3 - Above Average
2 - Average
1 - Below Average
0 - Missing

NA - Not Applicable

G




. A. PHILOSOPHY AND OP IECTIVES

1.

2.

3.

The philosophy was developed by the instructional staff
after consultation with administrators, students, and
other interested persons within the local districet.

The philosophy and objectives are clearly defined and
are understood by the instructors and students.

Objectives are stated in behavioral terms and are
measurable.

B. ADMINISTRATION

1.

2.

6.

7.

Administration of the department or vocational program
is clearly defined.

The staff is involved with discussions related to
budget, curriculum, selection of resources, purchasing,
and general operational procedures of the department
or vocational program.

Instructional programs are provided for:
(a) Secondary

(b) Postsecondary

(c) Adule

(d)

Class size is determined by:

(a) Laboratory or classroom space provided

(b) Work stations including adequate equipment
{c}) Methods of instruction

(d)

The staff utilizes an advisory committee that is
representative of the local community:

(a) School administrator

(b} Industry being served

(c¢) Civic leader

Handicapped and disadvantaged (including limited

English proficiency) students have been identified using

tha definitions from the Carl D. Perkins Vocational
Education Act of 1984 (PL 98-524).

The instructor(s) is/are notified when a handicapped/
disadvantaged student is enrolled and advised as to the
specific needs of the students.

Nontraditional female or male students are enrclied in vour

classes.

Support services are provided for nontraditional female
or msle students enrolled in vocational classes.

/i
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C. STAFY

~ 1. Each staff membur is making an effort to maintain
= the five-year renewabdble certificate or to eliminate
; deficiencies in the two-year temporary certificate. a3

| A%
f—
o

2. Each staff member participates in annual inservice
activities:

(a) SDE-MVA Summer Workshop
{(b) Courses offered by colleges or universitics
(c) 4 3

3. Each staff member holds membership in professional
vocational organizations:

F S o
wd e
t [ %
e

[ B8]
-

{a) American Vocational Associatién

43210
{(b) Missouri Vocational Association 43210
. {¢) Marketing and Cooperative Education Association 432190
(d) 43210

4, Staff members participate in activities which promote
good community and school relations. 43210

5. Each instructor has participated in inservice training
on the elimination of sex bias and sex role stereotyping. 43210

6. Each instructor has participated in inservice training
sessions on methods, strategies, techniques, etc., to better
serve handicapped/disadvantaged students. 43210

D. INSTRUCTIONAL METHODS AND RESOURCES

1. The curriculum is consistent with the district's

stated philosophy and objectives. 53210
2. A course of study:

(a) Exists in written form 543210
(b) Includes teaching/lesson plans 43210
(c¢) Has sequential order of units 43210
{(d) Is revised regularly on the basis of need 43210
{(e) Includes recommen‘ed core competencies 43210
(f) Allows flexibility to serve targeted populations

(instructor(s) have developed or use modified

curriculum to better serve handicapped/disadvantaged

students), 463210




9.

10.

11.

12.

13.

The course of study has been developed on the basis
of information received from:

(a) Student surveys which depict interest and

potential
(db) Labor market studies
(c) DESE

(d) Advisory committees

{(e) Available community resources
(1)

Classroom/laboratory activities are determined by
course content, student needs, and interest, such as:
small group instruction, individualized instruction,
large group instruction, cooperative methodology,
and youth organization activities.

A vocational student organization is an integral part
of the instructional program and provides opportunities
for:

(a) Student leadership and involvement
(b) Teacher-advisor participation

(c) Participation in state and national level
activities

(d)

Individual accomplishment and progression are evaluated
on attainment of behavioral and career objectives.

Students are informed in writing of the course objectives
and frequently are informed of their level of success.

Guidance information and resources (test information,
audiovisual materials, career information, etc.) available
through the guidance program area, are used by teachers.

Instructors are provided the opportunity to be involved
in the Individual Education Program process for
handicappad students.

Practical experiences are provided to explore careers and
engage in realistic vork (including the new technologies,
nontraditional, and new and emerging occupations specific
to the program).

Teachers excuse students from class attendance to receive
individualized or small group guidance.

Class time is allocated for the guidance staff to work
cooperatively with the teacher, to carryout guidance
related program activitievs such as decision-making,
dissemination of career and occupaticaal information, ete,

Safety practices are taught and enforced as an integral
part of the instructional program.
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14,

15.

16.

17.

18.

Sufficient and appropriate instructional materials,
teaching aids, and reference materials are available
and utilized by the students and staff in meeting the
course objectives.

Community resources, such as outside speakers, field
trips, etc., are utilized.

Adequate and appropriate instructional supplies are
available for use in teac*ing the course.

Staff and students are aware of and utilize guidance
and placement services.

The signed training agreement and training plan or
Instructional Management Plan with cooperating

employers provides learning experiences that complement
the classroom instruction of the occupational area being

studied.

E. VFACILITIES AND EQUIPMENT

1.

2’

9.

10.

Adequate storage space is provided for instructional
equipment and supplies.

Space provided the vocational class or laboratory
is large enough for a flexible arrangement of work
stations with sufficient space for traffic flow.

Environmental conditions (light, heat, ventjilation,
acoustics, etc.) are adequate and properly regulated.

An up-to-date inventory of instructicnal equipment
and supplies is maintained.

Records show periodic checking and maintenance of
equipment.

Good housekeeping practices are observed by staff
and students.

A private area is provided for teacher-student
conferences.

Electrical outlets are sufficient in number and are
properly positioned.

The class/laboratory is equipped with appropriate,
up-to-date machines, and equipment.

The facility is accesrible to handicapped students,

F. PLACEMENT, FOLLOW-UP, AND EVALUATION

.

A systematic procedure exists for obtaining and
disseminating information about specific emplovment
opportunities.

The placement procedures provide for coordination and
team effort between the instructors and the puidance/
placement personnel in providing job development and
job placement for program graduates and laborers.
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There are procedures which provide for the student to
receive instruction in pre-employment preparation to

include: job applications, job interviews, resumes,

job survival skills, etc.

A plan exists and is utilized to follow up recent
program grrduates and leavers.

Evidence exists that an evaluation plan is utilized
which includes:

(a)
(v)
{c)
(d)

{e)
(£)

Mastery of course objectives
Employer-employee satisfaction

The relationship of student placement rates to
course objectives

Employer-employee feedback for course revision

-

-

Fod

~ B &

et W W L

v 13 8] o

e

[ 2% B 5 B o

bt ot b s

{3

c O O O



EMPLOYER FOLLOW-UP FORM

INSTRUCTIONS: Employer follow-up information about completers and leavers of
vocational programs in your school must be provided to the Department. The
information supplied should be about completers/leavers from the previous school
year. GComplate one BEsployer Follow-Up Fomm for ewery 25 studeats completing/
leaving each vocational program or fraction thereof reported on VEDS form.
If a program has at least 26 but less than 5] completers/ieavers, fill out 2
forms. If a program has at least 31 but less than 76, fill ocut 2 {forms.

SECTION I: Print school name, county/district code, program CIP code from
VEDS forms and list the title of the program. Check the appropriate box for

completer or leaver; secondary, postsecondary or adult; male, female; blacx,
white, other; disadvantaged, handicapped, or neither,

SECTION 1l: After ronsulting with appropriate empiover, «hedk tln appropriate
boxes on items 1, 2, and 3 and enter the starting salary for the jeb/occupation
on item 4. INCLUDE THE EMPLOYER FOLIOW-UP PFORMS IN THE ON-SITE EVALUATION
EVIDENCE FILE AND LABKL IT "EMPLOYER FOLLOMW-UP".

SECTION 1
School Name County/District Code -
Program CIP Code Program Title
Student is a: )
D Secondary D Black D Handicapped

D Completer D){ale D Postsecondary D White D Disadvantaged

D Leaver D Female D Adult D Other D Neither

SECTION II

1. VOCATIONAI. TRAINING EVALUATION Rate the vocational training received by the
individual in the following areas.
Technical Knowledge

D(5) Very Good D(A) Good D('j) Average D(I) Poor D(l) Very Poor
Work Attitudes

D(5) Very Good D(A) Good D(S) Average D(Z) Poor D(l) Very Poor
‘ Work Quality

D(S) Very Good D(:.) Good D(B) Average D(Z) Poor l:](l) Very Poor

2. OVERALL RATING What is your overall rating of the vocational training
raceived by this individual as it relates to the requirements of the job?

D(S) Very Good D(é) Good D(S) Average D(Z) Poor D(1) Very Poor
3. RELATIVE PREPABATION As a result of this person’s vocational training, how

would you rate his or her performance in relation to other employees in the
work groap who did not receive the same training?

D( 5) Vt’f’f.’ {3netnat Diu Voo D‘ PRI RATEE SUPN D‘ L TR D( v "“",': ooy
4, SALARY:
$ per D Hour D Mont D Year

76
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DEPARTMENT OF ELMENTARY AND SECONDARY EDUCATION

DIVISION OF VOZATIONAL AND ADULT TDUZATION
P.0. Box 480, Jefferson City, Missouri £5102

SUFPLEMENTARY QUESTIONNAIRE
FOR

VOCATIONAL PROGRAMS OPERATING A COOPZRAIIVE EDUCATION COMPONENT

The teacher/coordinator provides bdoth in-class
celated instzuction and supervision of students’
on-the-job training. Yes

Cocperative students are enrolled is both the
class and the supervised e=ployment simulzaneously. Yes

The cooperative eduzation s=udents' training
stacions are appropriate for the occupational
categories for which the pregrad is designed. Yes

There i5 a written Instructional Managzment Plan

(T™P) between the school and the training spensor
vhich identifies both in-class instruction and
on-the-job training that the student will receive. Yes

A current IMP is on file for each student

receiving cooperative credit. . Yes
There is a written t-aining sgreement beiween the
school and the training sponsor which assures that

scudents are employed and compensated in conformizy
with federai, state, and loccal laws and without

regard to race, coler, national origim, sex, oF
handicap. Yes

~he cc-adit awarded for on-che-jecb training is

1 unit for each 10 hours of employment per week.

No more than 2 units of credit are awaried fer
on-the-jeb training. ies

Adequate extended enployment tize for the

" peacher/coordinator is previded. Yes

The teacher/coordinator’s schedule includes 1
period per day for each 12~15 cooperative students
for supsrvision of on-the-jeb training. Yes

%

No

Ne

No




